
                                                                          
 

Receiving Reports                        

This document will provide training on several additional reports available.  

 Login 
 

1. Login into the PeopleSoft system and prepare to receive shipments. 

   
   

 

 Receipt Delivery 

 

2. With these panels you will be able to print a receipt delivery report 
showing the items received 

   
   

 
 Receipt Inquiry 
 

3. Accessing these panels will enable you to view receipts within the system 
as “Read-Only” panels. 

   
   

  
 4. These are a variety of reports that operators can access.  Shipment Reports 
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Step 1: Login 
 

¾ Launch the PeopleSoft Signon from the Novel Application launcher. 

o Connection type “Oracle” (Defaulted) 

o Database Name “FMSPRD” (Defaulted) 

o Enter your login name. (UPPERCASE only) 

¾ Password is left blank. 

¾ Click “OK” 
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Step 2: Generating the Receipt Delivery Report 
 
After the system receiving is complete, you print the Receipt Delivery Report. 
 

Go ⇒ 
⇒ 
⇒ 
⇒ 
⇒ 
⇒ 

Administer Procurement 
Manage Shipments 
Report 
Receipt Delivery 
Update/Display 

 
In the Run Control ID field, type Receipt Delivery 
 
Click OK. 
 
The Parameters panel displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Business Unit drop-down list, select LBNL. 
 
In the Recv No field, type in the appropriate Receiver ID. 
 
In the From Date field, type the appropriate date. 
 
In the Thru Date field, type the appropriate date. 
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NOTE: The use of the date fields as the select criteria, the Receiver ID field becomes inactive. 
 
 

On the toolbar, click the Run  button.  
 
The Process Scheduler Request dialog box displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Complete the following panel elements: 
 

PANEL 
ELEMENT 

DESCRIPTION TRAINING EXAMPLE 

Run Location Where the process will run: 
� Client - process runs on 

your workstation. 
� Server - process runs on 

the server. 

Click Client 

Output 
Destination 

Where the system will send 
the output of the process. 
� File - sends the output to 

a file on a disk. 
� Printer - sends the output 

to a printer 
� Window - displays the 

output on your computer 

Click Window 
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In the Description list box at the bottom of the dialog box, select Receipt Delivery Document. 
 
Click OK. 
 
The Crystal Reports window opens and displays a copy of the Receipt Delivery Report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the toolbar of the Crystal Reports window, click the Print  button.  
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The Print dialog box displays. 
 
 

 
 
Click OK. 
 
The Receipt Delivery Report prints on the designated printer. 
 
Close the Crystal Reports window. 

On the toolbar, click the Cancel  button.  
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Step 3: Inquiring on Receipts 
 
 
Information on PeopleSoft Inquiry panels is for information only; you cannot change it. 
 

⇒ 
⇒ 
⇒ 
⇒ 
⇒ 
⇒ 

 

he Business Unit  LBNL will default into the business unit field. 

lick OK. 

he list box at the bottom of the dialog box displays a list of all receipts. 

Go 
Administer Procurement 
Manage Shipments 
Inquire 
Receipts 
Receipts 

 
The Update/Display - Receipts dialog box displays. 

 
T
 
 C
 
T
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Select a receipt from the list and double click on it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Receipts panel shows general receiver information, such as the Item ID of the received material, its description, PO 
number, and quantity received. 
 
More fields exist than the panel can display at one time. Use the bottom, horizontal scroll bar to view the additional fields 
on the right. 
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When the panel first displays, some of the fields may be too small to display all the data they hold. This is often the case 
with Item ID field. You can make the fields larger to display all the data to hold. To enlarge a field, click on the solid 
vertical line to the right of its heading field, hold down the left mouse button, and drag the line to the right. Make the field 
smaller by dragging the line back to the left. 
 
For additional information, such as the Receiver Source of the PO or Match Status, click the More  

Information  button.  
 

 To view the full long description of the item, click the Show Description  button.  
 
Click the Schedule tab. 
 
The Schedule panel displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Schedule panel displays schedule information, such as the due date of the item. 
 
As with the Receipts panel, the field size can be changed by dragging the borders. 

To view accounting data, click the Schedule Details  button. 
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Click on the Receipts Status tab. 
 
The Receipt Status panel displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Receipts Status panel provides status information, as well as data relating to inspected and rejected shipments. 

To view the full long description of the item, click the Show Description  button.  
 
More fields exist than the panel can display at one time. Use the bottom, horizontal scroll bar to view the additional fields 
on the right.  
 
As with the other inquiry panels, you can change the size of the fields by dragging the borders. 
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Click the Comments tab. 
 
 

The Comments panel displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Comments panel displays any comments that have been entered about the receipt.  
 

To view the full long description of the item, click the Show Description  button.  
 
As with the other inquiry panels, you can change the size of the fields by dragging the borders. 
 

When finish viewing the inquiry data, click the Cancel  button.  
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Step 4: Manage Shipment Reports 
 
 

In PeopleSoft, there are a variety of reports that operators can access. The following reports can be access through 
the Manage Shipments report panel. Each panel has its own unique set of parameters. Each report has up to 
several variations of the specific report that can be processed. Each report is delivered in a Crystal format. 

 

Receiver Summary 
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Receiver ShipTo Detail 

 

 
 

Receiver Account Detail 
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RTV Details 

 

RTV Credits 
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RTV Credits 
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